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1.0 State Policy Request

State Policy will receive this task from either an SEM or the ACS Help Desk requesting a
policy interpretation/clarification. The question will be contained on the “Policy
Interpretation Request/Response” form which will be attached to either an application or

case.
Step | State Policy Request
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.
FSS5A User Home r—_'
Process Request for Services Case
Apply Mow Person
Create Application Case Document
Create User Defined Task Task
Change Password Lser
Get Mext Task
Task gli::t—WE Task MName Status Priority Due Date
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions
Task Instructions: Provide policy clarification to initiating State Eligibility Manager or
ACS Help Desk.
3. Click on Application or Case Home Page link under Supporting Information.

Supporting Information

[Case Home Page j

The WFEM S will navigate to the Application or Case Home Page to access case
information.




Step

State Policy Request

From the Application or Case Home Page click on Documents in the Left Navigation.

The WFM S will navigate to the Document Home Page.

From the Documents page click view of the “Policy Interpretation Request/Response”
form.

a FSSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana = |5|
File Edit Wiew Favorites Tools  Help | ;#
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Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

To Yiew additional document detail or Edit the document detail, click on the ¥Yiew or Edit link.

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

Action Document Type bectment Client Beceipt Date Status zelated Case
Name pis]
3 2 Shelter Landlord SaHANA -
Wiewe | Edit e Ciateroat MITH 10/9/2007 Received 3000371983
: Policy
I yiew|Edit Policy Support  1iorpretation S2HANA 10/9/2007  Received 2000371993
Forms SMITH
Request e
application and  Report Of CAHANA
|m| Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 20003719383
Farms English e

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

recent items
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access the “Policy Interpretation Request/Response” form.




Step

State Policy Request

ent Details APPLY NO 000095808 050 ernet Explorer provided b . ate of Indiana ==l x|
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wiew attachment Details APPLY NOW - 2000095808 Help |

Document Type: Eligibility Support Documents

Interactive SEC Interview
T L

Guide
. . APPLY NOW . INTERACTIVE SEC
Clignt/Case Name: Attachment Name: INTERVIEW GUIDE. doc
Delivery Method:  Attached File Dats:
Language: English Status: Received
Attachment Comments

Comments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |
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The “Policy Interpretation Request/Response” form will indicate the program(s) and
guestion(s) to be resolved.

POLICY INTERPRETATION REGQUEST/RESPONSE

Request Submitted By: |

Requestor's Location: |

Date Submitted: £ 1

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the State Policy Request task.




Step

State Policy Request

SSA - WEMS Task Home - Microsoft Internet Explorer,

File Edit ‘ew Favortes Tools Help ”
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= Task Home Help |
———

Close Task Forward Task Un-Park
Park Task Un-Reserve

1091 - State Policy Reguest

1
Task 1D 9000099074 Status: Unreserved
Priokity: High Deadline:  3/17/2008 18:58 3
Reserved By, Last assigned: 3/14/2008 18:58
Time Worked; 00:00 Park Deadline:
Primary Action Supporting Information
Case Home Page
Task Instructions
Provide policy clarification to initiating State Eligibility Manager.
~

@ Done é &) Trusted sites

The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




2.0 State Policy Response (ACS Help Desk)

State Policy will create this user selected task and modify/attach the “Policy
Interpretation Request/Response” form with their answer in WFMS to notify the ACS
Help Desk to review their response.

Step | State Policy Response
1 State Policy will complete the response portion of the “Policy Interpretation
Request/Response” form with their answer. The Form will be modifiable whilein
WFMS. Y ou will be prompted to save the document after modifying the form.
2. After modifying the form with their response State Policy will create the user selected

“State Policy Response” task which will be routed automatically to the ACS Help
Desk.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




3.0 State Policy Response (SEM)
State Policy has modified the “ Policy Interpretation Request/Response” form with their
answer in WFEM S and creates a user defined task to notify the SEM to review the answer.

Step State Policy Response
1 State Policy will complete the response portion of the “Policy Interpretation
Request/Response” form with their answer. The Form will be modifiable whilein
WFMS. Y ou will be prompted to save the document after modifying the form.
2. After modifying the form with their response State Policy will create a user defined

“State Policy Response” task which will be routed to the SEM who generated the
request.

State Policy will type into the Subject field “ State Policy Response”, giving a deadline
of the following business day, and route the task to the SEM who submitted the
original policy request.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




4.0 Child Support Good Cause Request

Step | Child Support Good Cause Request
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task —ugﬁnesr?tprimar Task Mame Status Prioiity Due Date
Q000050063 gSEENDTHREE 1092 - Child Support Good Cause Request Reserved Medium 12{;2/200?
The WFM S will navigate to the Task Home.
2.

View the Primary Action and Task Instructions on the Task Home page.




Step

Child Support Good Cause Request
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Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject

1092 - Child Support Good Cause Request

Task ID; 3000050063 Status; Unreserved

Priority:  Medium Deadline: 12/12/2007 16:26
Reserved By Last Assigned: 12/12/2007 17:01
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review child support good cause request/documentation and make determination

=
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Task Instructions: Review child support good cause request/documentation and make
determination.

Click on Case Home Page link under Supporting Information.

Supporting Information

(Case Home Page )

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.

The WFM S will navigate to the Document Home Page.

From the Documents page click view of the documents associated with the task..




Step

Child Support Good Cause Request

Do e OM CA 00 - 2000085098 050 ernet Explorer provided b : ate of Indiana mE R
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- Home.
AT - 2
Documents: MOM CASETWOO - 2000085098 Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

Document Related Case
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Photo
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river's —
recent items license
HIP Client
3 5 HIP Client e MOk
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Change S
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Child Support Good Cause Request
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Document Type: Eligibility Support Documents

Interactive SEC Interview
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Guide
. : . APPLY NOW ; . INTERACTIVE SEC
Client/Case Name: Attachment Name: INTERVIEW GUIDE. doc
Delivery Method:  Attached File Dats:
Language: English Status: Received
Attachment Comments

Camments:
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Review the child support good cause request form and documentation, and make a
determination.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Child Support Good Cause Request task.
The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Child Support Good Cause Request
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Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve

Subject

1092 - Child Support Good Cause Request

Task ID; 3000050063 Status; Unreserved

Priority:  Medium Deadline; 12/12/2007 16:26
Reserved By: Last Assigned: 12/12/2007 17:01
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review child support good cause request/documentation and make determination
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5.0 Child Support Good Cause Response

State Policy has modified the “ Case Recommendation for Exemption from Cooperation”
form with their answer in WFM S and generates a task to notify the requesting
individual/entity to review the answer.

Step

Child Support Good Cause Response

1

State Policy will save a copy of the “ Case Recommendation for Exemption from
Cooperation” form to their desk top, complete the response portion of the form and
attach a copy of the revised form to the case on WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).

State Policy will create the “Child Support Good Cause Response” task which will
be routed to the appropriate ACS (Applications, Applications-Adult, Redeterminations,
Redeterminations-Adult, Changes, Changes-Adult or Waiver/Nursing Home) queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.




6.0 Medical Assgnment Good Cause Request
Step | Medical Assignment Good Cause Request

1.

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

My Tasks
Case Primary
Task Case Primar

et Task Marme Status Priority Due Date
0000036769 stone rock 1094 - Medical Assignment Good Cause e e 11/16/2007
i Requast 10:13

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.




Step

Medical Assignment Good Cause Request

AEIRS]
Fle Edit Wisw Favortes Tools  Help | r#
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ask Home Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject

1094 - Medical Assignment Good Cause Reguest

Task ID; 3000036769 Status) Reserved

Priority:  Medium Deadline: 11/16/2007 10:13
Reserved By Last Assigned: 3/13/2008 19:53
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review medical assignment good cause request/documentation and make determination
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Task Instructions: Review medical assignment good cause request/documentation and
make determination.

Click on Case Home Page link under Supporting Information.

Supporting Information

(Case Home Page )

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.

The WFM S will navigate to the Document Home Page.




Medical Assignment Good Cause Request

From the Documents page click view of the documents associated with the task.
'SSA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FS5A - State of Indiana I S
File Edit View Favortes Tools Help | .a’
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ac . ; (o] Home
Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

O Documents
QO Members To Yiew additional document detail or Edit the document detail, click on the Yiew or Edit link,

O Phone Numbers To Delink documents from this list and Attach the documents to another case or person, check the appropriate box

© Pending Yeri (es); then select the Delink 8 Search Case or Delink & Search Person button.
Checklist

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

Action Document Type bectment Client Receipt Date  Status zelated Case
ame pis]
3 2 Shelter Landlord SaHANA -
Wiewe | Edit e Ciateroat MITH 10/9/2007 Received 3000371983
: Policy
I yiew|Edit Policy Support  1iorpretation S2HANA 10/9/2007  Received 2000371993
Forms SMITH
Reguest
application and  Report Of CAHANA
|m| Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 20003719383
Farms English e
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Medical Assignment Good Cause Request
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Guide
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Delivery Method:  Attached File Dats:
Language: English Status: Received
Attachment Comments
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Review the medical assignment good cause request form and documentation, and make
adetermination.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the M edical Assignment Good Cause Request task.
The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Medical Assignment Good Cause Request
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O Graphical Yiew Park Task Un-Reserve

Subject

1094 - Medical Assignment Good Cause Reguest

Task ID; 3000036769 Status) Reserved

Priority:  Medium Deadline; 11/16/2007 10:13
Reserved By: Last Assigned: 3/13/2008 19:53
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review medical assignment good cause request/documentation and make determination
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7.0 Medical Assignment Good Cause Response

State Policy has modified the “ Case Recommendation for Exemption from Cooperation”
form with their answer in WFM S and generates a task to notify the requesting
individual/entity to review the answer.

Step

Medical Assignment Good Cause Response

1

State Policy will save a copy of the “ Case Recommendation for Exemption from
Cooperation” form to their desk top, complete the response portion of the form and
attach a copy of the revised form to the case on WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).

State Policy will create the “M edical Assignment Good Cause Response” task which
will be routed to the ACS (Applications, Applications-Adult, Redeterminations,
Redeterminations-Adult, Changes, Changes-Adult or Waiver/Nursing Home) queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.




8.0 Systematic Alien Verification Entitlement (SAVE) Request

Step | Systematic Alien Verification Entitlement (SAVE) Request
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task gl?isst—wu Task Mame Status Briority Due Date
2000050053 E%%EENDTHREE égaiéézﬁ??§f$53ﬂgzhzsfﬁcauon Fsssiien Hena 12{2?@00?
The WFM S will navigate to the Task Home.
2.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action
Task Instructions

Task Instructions: SAVE request needs to be enacted upon.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFEM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the Left Navigation.




Step

Systematic Alien Verification Entitlement (SAVE) Request

The WFM S will navigate to the Document Home Page.

From the Documents page click view to open the “Policy Request/Response” form
which will contain the Name and Alien Registration Number of the individual(s) who
have submitted verifications.
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File Edit Wiew Favorites Tools  Help | ;#

OO ¥ 12 D] 0w o @0 L 5~ AW S

Address @ https: f{=20atap0l.iem

213/HCS5Applicati ,l'en_US,I’EMStandardcaseDocument_hstIndaxedDocumantsPage.do?caseID=3000371983&_oSrpu=EMStandard_humeﬂ GD Links **

Documents: SAHANA SMITH - 3000371983 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

To Yiew additional document detail or Edit the document detail, click on the ¥Yiew or Edit link.

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Mote: To select all documents in this list, check the top box {next to Action).

Action Document Type bectment Client Beceipt Date Status zelated Case
Name pis]
3 2 Shelter Landlord SaHANA -
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Farms English e
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Systematic Alien Verification Entitlement (SAVE) Request

Document Type:
Document Name:

Client/Case Name:

Delivery Method:
Language:

Eligibility Support Documents

Interactive SEC Interview
Guide
APPLY NOW

Attached
English

Attachment Narme:

ent Details APPLY ND 000095808 ]
Fle Edit Wisw Favortes Tools  Help | ﬂ’
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Address @ https:,l’,isggﬂatapﬂl.\em‘lncalz11213J‘HC5SApp||catmn,l’en_US,l’EMStandardCaseDncument_wewAttachmentPaga‘dﬂ?cnncernRﬂIaID:QDD266254?&cnmmunlcat|nnID=9EII3272Ej Go | Links *
- .0,
s = =
wiew attachment Details APPLY NOW - 2000095808 Help |

INTERACTIVE SEC
INTERVIEW GUIDE doc

File Date:
Status: Received

Attachment Comments

Camments:

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |
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|@ Done
ﬂstartl (2} IBM Rational Portfalia M. I £ FS5A - WEMS View Att... 8] Work Instructions - SEC .., |

Review the Name and Alien Registration Number of the individual(s) who have
submitted verifications which needs to be researched.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Systematic Alien Verification Entitlement (SAVE)
Request task.

The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Systematic Alien Verification Entitlement (SAVE) Request

Fle Edt View Favorbes Tools  Help |#
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Address [ €] hrip

fi5990atsp01.iem. local: 11213/HCSSApplicationfen_US/TaskManagement_taskHomePage . do?taskll

0000s0099

Help |
Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject
1096 - Systematic alien Verification Entitlernent {SAVE) Request

oetaits _______________________________________________|
Task ID; 3000050099
Priority:  Medium
Reserved By:
Time Worked: 00:00

racent items Status) Reserved

Deadline: 12/11/2007 16:54
Last Assigned: 3/13/2008 20:12
Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

SAVE request needs to be enacted upon

s
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Done
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9.0 Systematic Alien Verification Entitlement (SAVE) Response

State Policy will make their determination as to the validity of the documentation
submitted and generate a task to notify the requesting individual/entity to review their
answer.

Step | Systematic Alien Verification Entitlement (SAVE) Response

1 The “Policy Interpretation Request/Response” form will contain the Name and Alien
Registration Number of the individual (s) who have submitted verifications which need
to be researched.

2. State Policy will complete the response portion of the “Policy Interpretation
Request/Response” form with the information obtained from the USCIS database. The
formwill be modifiable while in WFMS. Remember to click Save after modifying the
form

If additional information/documentation is necessary Policy will create a user defined
task to request the additional information. This user defined task will be routed to the
appropriate ACS queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.

3. State Policy will create the “ Systematic Alien Verification Entitlement (SAVE)
Response” task which will be routed to the ACS (Applications, Applications-Adult,
Redeterminations, Redeterminations-Adult, Changes, Changes-Adult or
Waiver/Nursing Home) queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1.




10.0 Independent Self-Sufficiency Account Request

Step

Independent Self-Sufficiency Account Request

1.

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

My Tasks
Task CE.'SE S Task Mame Status Priarity Due Date
Client
HIP 1098 - Independent Self-Sufficiency ; 12/11/2007
2000050048 -\ SEENDTHREE Account Request e MEdi 16:12

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action
Task Instructions

Task Instructions. Review independent self-sufficiency account request and render a
decision.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Case Home Page j

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.




Step

Independent Self-Sufficiency Account Request

The WFM S will navigate to the Document Home Page.

From the Documents page click view of the documents associated with the task.

SA - WFMS Documents: SARHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana =12 |1|
Fle Edit Wisw Favortes Tools  Help | ﬂ’
p : = . = 2 T —
Ot - O x] (B ] Do Syrowe @3-, - W B
111213{HCSSApplicationfen_US/EMStandardCaseDocument_listindexedDocumentsPage. do?case! 0003719838:__o3rpu=EMStandard_hom Go | Links *

Documents: SAHANA SMITH - 3000371983 Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

Action Document Type P —— Client Receipt Date  Status 2elated Case
Name plEs
View | Edit g?;f;es %nt w 10/9/2007  Received 3000371983
: Policy

I view|Edit Eﬁ'r';"; SUpPOrt e rpretation w 10/9/2007 Received 3000371963

s Request -

QiTas Application and  Report Of SAHANA

O Wiew | Edit Redetermination Change R 10/9/2007 Received 3000371983

SMITH

Farms Englih i

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

recent items
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Independent Self-Sufficiency Account Request

Fle Edit Wisw Favortes Tools  Help

eBack - @ - D @ ‘{b | J:) Search *Favor\tes @

R-ow- JHESSE

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

APPLY NOW

Document Name:

Crecenttems
I Client/Case Mame:

Delivery Method: aAttached
Language: English

Camments:

Address @ hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{EMStandardCaseDocument_viewAttachmentPage. do?concernRoleID=300266254 R ammunication]D=9002725 ¥ | Go | Links *

Attachment Comments

Help |

INTERACTIVE SEC

attashment Namet | cpuiew GUIDE.doc

File Date:
‘Sfatus: Received

[__Edit ) [ Delink & Search Case | (Delink & Search Persen | [ Delink | [ Close |
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Review the Independent Self-Sufficiency Account Request.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Independent Self-Sufficiency Account Request task.

The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Independent Self-Sufficiency Account Request

Fle Edt View Favorbes Tools  Help |#
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Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

1098 - Independent Self-Sufficiency Account Reguest

recent items Task ID; 3000050049 Status) Reserved
Priority:  Medium Deadline; 12/11/2007 16:12
Reserved By: Last Assigned: 3/13/2008 20:00
Time Worked: 00:00 Park Deadline;
Primary Action Supporting Information

Case Home Page

Task Instructions

Review independent self-sufficiency account request and render a decision.
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11.0 Independent Self-Sufficiency Account Response

State Policy will review the request in accordance with state law and regulations, make a
decision, and enter it on AEWDI. State Policy will then generate atask to notify the
requesting individual/entity to review their answer.

Step Independent Self-Sufficiency Account Response
1 State Policy will attach a copy of their decision to the case in WFMS.
REFER TO (INSERT HY PERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).
2. State Policy will create the “ I ndependent Self-Sufficiency Account Response” task

which will be routed to the ACS (Applications-Adult, Redeterminations-Adult,
Changes-Adult or Waiver/Nursing Home) queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




12.0 Impose Medicaid Transfer Penalty
The user selected task generated by an SEC will notify policy that a transfer has occurred.

CLRC will contain the Recipients name, RID, Case number, Begin date of penalty period
and End date of penalty period.

Step Impose M edicaid Transfer Penalty

1. From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.

Case Primary
Task Case Primar

Cliant Task Name Status Eriority Due Date
ALL _ o . 10/24/2007
9000034236 PROGRAMS 1099 - Impose Medicaid Transfer Penalty  Reserved Medium

15:45

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task Instructions on the Task Home page.

Task Instructions: Review documentation of transfer penalty and notify AIM of the
transfer penalty period.

3. Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFEM S will navigate to the Case Home Page to access case information.

4, From the Case Home Page click on Documents in the Left Navigation.

Task Instructions




Step

Impose M edicaid Transfer Penalty

The WFM S will navigate to the Document Home Page.

From the Documents page click view of the documents associated with the task.

SA - WFMS Documents: SARHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana =12 |1|
Fle Edit Wisw Favortes Tools  Help | ﬂ’
p : = . = 2 T —
Ot - O x] (B ] Do Syrowe @3-, - W B
111213{HCSSApplicationfen_US/EMStandardCaseDocument_listindexedDocumentsPage. do?case! 0003719838:__o3rpu=EMStandard_hom Go | Links *

Documents: SAHANA SMITH - 3000371983 Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

Action Document Type P —— Client Receipt Date  Status 2elated Case
Name plEs
View | Edit g?;f;es %nt w 10/9/2007  Received 3000371983
: Policy

I view|Edit Eﬁ'r';"; SUpPOrt e rpretation w 10/9/2007 Received 3000371963

s Request -

QiTas Application and  Report Of SAHANA

O Wiew | Edit Redetermination Change R 10/9/2007 Received 3000371983

SMITH

Farms Englih i

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

recent items
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access the “ Policy Interpretation Request/Response” form.




Step

Impose M edicaid Transfer Penalty

ent Details APPLY NO 000095808 050 ernet Explorer provided b . ate of Indiana EE

Fle Edit Wisw Favortes Tools  Help |ﬁ’
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CLRC will indicate the Recipients name, RID, Case number, Begin date of penalty
period and End date of penalty period. Notify AIM of the transfer penalty period.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Impose Medicaid Transfer Penalty task.
The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Impose M edicaid Transfer Penalty

Fle Edt View Favorbes Tools  Help |#
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Address I@http 15390atap01. e
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Task Home

Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve

Subject

1099 - Impose Medicaid Transfer Penalty

Task ID; 9000034236 Status) Reserved

Priority:  Medium Deadline;  10/24/2007 15:45
Reserved By: Last Assigned: 3/13/2008 19:42
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Informat

Case Home Page

Task Instructions

Review documentation of transfer penalty and notify aIM of the transfer penalty period.
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13.0 TANF TimeLimit Extension
TANF Policy will receive atask from Arbor when a“ TANF Time Limit Extension”

reguest has been submitted.
Step | TANF TimeLimit Extension
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.
FS5A User Home Help |
Process Request for Services Case
Apply Mow Person
Create Application Case Document
Create User Defined Task Task
Change Password Lser
Get Mext Task
Task gli::t—WE Task Mame Status Pririty Due Date
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Primary Action
Task Instructions
Task Instructions: Review 24 month extension request and render a decision.
3. Click on Case Home Page link under Supporting Information.
Supporting Information
(Case Home Page )
The WFM S will navigate to the Case Home Page to access case information.
4, From the Case Home Page click on Documents in the Left Navigation.




Step

TANF Time Limit Extension

The WFM S will navigate to the Document Home Page.

From the Documents page click view of the documents associated with the task.
SA - WFMS Documents: SARHANA SMITH - 3000371963 - Microsoft Internet Explorer provided by FS5A - State of Indiana ;Iﬂil
Fle Edt View Favorbes Tools  Help | #
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Documents: SAHANA SMITH - 3000371983 Help |

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

© Documents
O Members
O Addresses
O Phone Numbers To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
o Ejﬁ:cd'i(n'gstv_': cation (es); then select the Delink 8 Search Case or Delink & Search Person button.

O Data Collection To Delink the documents only, select Delink.
Checklist

O Second Party Review
Checklist
O Change thecklist

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

Note: To select All documents in this list, check the top box (next to Action).

Document Related Case

Arction Document Type oo™ Client Receipt Date  Status o
Shelter Landlord SAHAMNA
O Wiewr | Edit e E it SMITH 10/9/2007 Received 20003719383
S e = Polic
Asset t Rev ERUEY
g- ssﬁef-fms SHER I view|Edit Eﬁ'r';"; SUpPOrt e rpretation w 10/9/2007 Received 3000371963
Bene | - Recovery Request
LEoske Application and  Report Of CAHAMNA
O Wiew | Edit Redetermination Change SMITH 10/9/2007 Received 3000371983
Farms Englih i

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink_|

recent items
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access the documentation.




Step

TANF Time Limit Extension

Fle Edit Wisw Favortes Tools  Help
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Review 24 month extension request and render a decision.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the TANF Time Limit Extension task.

The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step | TANF TimeLimit Extension

Task Home

Forward Task

Task ID: 294 Status: Open

Priority:  Medium Deadline: 2/21/2007 00:00
Reserved By: SUPER USER Last Assigned: 2/16/2007 12:14
Time Worked: 00:00 [Change] Park Deadline: 2/16/2007 12:14

Primary Action




14.0 TANF TimeLimit Extension Approved or Denied for <Client Name> <RID>
TANF Policy will send to ACS a user defined task informing them that a decision was
made on a 24 month extension request.

Step | TANF TimeLimit Extension Approved or Denied for <Client Name> <RID>

1 State Policy will attach a copy of their decision to the case in WFMS.

REFER TO (INSERT HY PERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).

2. State Policy will create the user defined task TANF Time Limit Extension Approved
or Denied for <Client Name> <RI D> and route it to the ACS Changes queue (WG3)
for entry of response on AETEX.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




15.0 Returned SAPN Checks

When Medicaid Policy receives notice of areturned SAPN check they will create a user
defined task to ACS.

Step | Address Change Notification

1 Medicaid Policy will send to ACS auser defined task entitled “Address Change
Notification” notifying them that the recipient has moved and detailing the new
address. The task should be routed to the Changes Adult queue.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




16.0 Process MA B/D Application

Step | Process MA B/D Application

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task gﬁ':st—wk Task Mame Status Briority Cue Date
2000096335 igi;érzzgess It E pplcasone Reserved High ggﬁgznua
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: Review the medical information and render a decision.

Click on Client Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Client Home Page to access case information.

From the Client Home Page click on Documents in the L eft Navigation.




Step

Process MA B/D Application

igati

Documents
]

The WFM S will navigate to the Document Home Page.

From the Documents page click on Document Type. The WFM S will sort all
documents associated with the client alphabetically and chronologically within each
document type. Then click on View of the applicable document(s) for the individual.

/3 FSSA - WFMS Documents: MOM CASETWDO - 2000085098 - Microsoft Internek Explorer provided by FS5A - State of Indiana ==l x|
File Edit View Favorites  Tools  Help | l'il
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Address |ﬁj https:/js990atap0l.iem 11213/HCSSApplication/=n_US/EMStandardCassDocument_listindsxedDocumentsPage. do?caselD=90015533778_o3rpu=EMStandard_hom

Documents: MOM CASETWOO - 20000850938

[ Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink )

To view additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documments from this list and Attach the documents to another case or person, check the appropriate box
(es); then select the Delink 8 Search Case or Delink & Search Person button.

To Delink the documents only, select Delink.

Note: To select All documents in this list, check the top box (next to Action).

Document Related Case

[T &ction Document Type oo Client Receipt Date  Status D
Pay HIPEY
O Wiewr | Edit Income Bt oot CASETWOO 12/3/2007 Accepted Q000029460 |
x Unknaown MOk
W Yiew | Edit et Unknown CASETWOO 12/3/2007 Accepted Q000029460
= x Unknown MO
O Wiew | Edit S Unknown CASETWOO 12/3/2007 Accepted 9000029460
Photo
identification MOM
O Wiew | Edit Yital Statistics Dt_herlthan mTWOO 12/3/2007 Accepted Q000023460
driver's _—
license
HIP Client
3 HIP Client e MO
O Wiew | Edit tics Report 2 CASETWOO 12/4/2007 Accepted 9000029460
Change S
| HIP Prwar HIP Pawer [
[ -3 T —

E]'Startl |3 Wark Instructions ”m tWwork Instructions - Com, .. | @
The WFM S will navigate to the View Document Details screen

TR oM@ 7o3em

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Process MA B/D Application

2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer
File Edit ‘ew Favortes Tools Help ﬁ"
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ev Attachment Details APPLY NOW - 2000095808 Help |

Document Type: Eligibility Support Documents
Interactive SEC Interview
Guide

Client/Case Name: ARPLY NOW Attachment Mame:

Document Name:
INTERACTIVE SEC
INTERYIEW GUIDE.doc
Delivery Method: Attached File Date:

Language: English Status: Received

Attachment Comments

Comments:

[ Edit ) [Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |

%

@ Done é &) Trusted sites
Click on Close to return to the Documents page.

The task will be accessed by the Administrative Support staff. After review the
documents to assure compl eteness, the task will be forwarded to the appropriate
consultant for review. If the medical packet isincomplete, auser defined task entitled,
“Medical Packet Incomplete” will be generated to the Applications - Adult queue for
applications or the Changes-Adult queue for progress reports. Staff will notate in the
user defined task the reason the medical evidence being incomplete.

REFER TO (INSERT HY PERLINK) FORWARD A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click on the Task ID for the Process MA B/D Application task.
The WFM S will navigate to the Task Home.




Step

Process MA B/D Application

10.

Click on Close Task on Task Home page.

File Edit ‘iew Favorites
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recent item:

@ Done

Links

§ Task Home Help |
Close Task Forward Task Un-Park
Park Task Un-Reserve

1032 - Process Ma B/D application

Task 1D 9000074261
Priokity: High
Reserved By,

Status: Unreserved
Deadline:  4/8/2008 11:38
Last assigned: 3/12/2008 08:15

Time Worked; 00:00 Park Deadline:
Primary Action Supporting Information

Case Home Page

Task Instructions

Review the medical information and render a decision.
Task parked.

é &) Trusted sites




17.0 Process MA D Application - Acceler ated

Step
L

ProcessMA D Application - Accelerated

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

My Tasks
Task L35E ErInar Task Mame Status Priotity Cue Date
Client
1033 - Process MA D Application - : 3/13/2008
9000096835 e Reserved High 0919

The WFM S will navigate to the Task Home.

View the Primary Action and Task I nstructions on the Task Home page.

Primary Action
Task Instructions

Task Instructions; Review the medical information and render a decision.

Click on Client Home Page link under Supporting I nformation.

Supporting Information
[Case Home Page j

The WFM S will navigate to the Client Home Page to access case information.

From the Client Home Page click on Documents in the L eft Navigation.




ProcessMA D Application - Accelerated

The WFM S will navigate to the Document Home Page.

From the Documents page click on Document Type. The WFM S will sort all
documents associated with the client a phabetically and chronologically within each
document type. Then click on View of the applicable document(s).

Edit Miew Favortes Tools Help

esm i d |ﬂ @ (h /OSearch \i\\?Favorites £ %) E;' »:i\; [# - |_J 3

Bleo links *{

Documents: FANCY FRIDAYA - 3000384135 Help |

[[Search Non-Indexed Documents | [Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

To View additional document detail or Edit the document detail, click on the Wiew or Edit link.

To Delink documents from this list and Attach the docurnents to another case or person, check the appropriate box
{es)y; then select the Delink & Search Case or Delink & Search Person button,

To Delink the documments only, select Delink.

Mote: To select All documents in this list, check the top box (next to Action),

[0 action Document Type feii Client Receipt Date Status Habaimil ol
Hame D
Eligibility Application EANCY
) Wiew | Edit Support Document ERIDAYA 10/19/2007 Received Q000025776
Documents Cover Sheet .
Application and  Application for FANCY
] “iew | Edit Redetermination Assistance FRIDAY A 10/19/2007 Received 9000025776
Forms Converted
| Wiew | Edit Yital Statistics Eléi:ﬁcate EQINDCAVVA 10/19/2007 Received 9000025776
Lease or
. Shelter e EAMCY
F Wiew|Edit Rental 10/19/2007 Received 9000025776
Expenses e ot FRIDAY &
oo Notice
Eligibility ST
O view|Edit Support ﬁﬁg‘j ’EQINDCAVM 10/19/2007  Received 9000025776
Documents e P &
@ é &) Trusted sites

The WFM S will navigate to the View Document Details screen

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step | ProcessMA D Application - Accelerated
2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer
File Edit ‘ew Favortes Tools Help a’
@ Back = \}l @ @ /Lh /':) Search ‘:‘:?Favorites @ E-;jv "‘_'\F M = l_pl ﬁ }3
Addi @https:h’sggﬂatapﬂl.\emﬂucal:llZleHCSSApl\ca\un,l’en7US,¥EMStandardCassDucumentfviEwAttachmentPage‘du?cuncernRDIeID=900266254T&cummunicatiun[D:QDDZTZ‘ V| G0 Links **
é\, e < ;a e O A e
eve Attachment Details APPLY NOW - 2000095808 [Help |
Document Type: E\ig\bil\ty. Support DDcu.ments
DECLiernt Namnss &ir’:ctlve SEC Interview
Client/Case Name: ARPLY NOW Attachment Mame: §E$ES$?ETV{IVEUEI'SE.EIDC
Delivery Method: Attached File Date:
Language: English Status: Received -
[ Edit ) [ Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |
@ Done é o Trusted sites =
Click on Close to return to the Documents page.

7. The task will be accessed by the Administrative Support staff. After review the
documents to assure compl eteness, the task will be forwarded to the appropriate
consultant for review. If the medical packet isincomplete, auser defined task entitled,
“Medical Packet Incomplete” will be generated to the Applications - Adult queue for
applications or the Changes-Adult queue for progress reports. Staff will notate in the
user defined task the reason the medical evidence being incomplete.
REFER TO (INSERT HY PERLINK) FORWARD A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1
REFER TO (INSERT HY PERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

8. Click Home in the upper right corner.
The WFM S will navigate to the User Home Page.

0. Click on the Task ID for the Process M A D Application - Accelerated task.

The WFM S will navigate to the Task Home.




Step

ProcessMA D Application - Accelerated

10.

Click on Close Task on Task Home page.

2 FSSA - WFMS Task Home - Mi ernet Explorer provided by F554 - State of Indiana = ﬂ[ﬂ
Fle Edt View Favorbes Tools  Help | a’

Q- O - 1) [B) ] rown Srrwne @3- L i1 - JH BB

F\ddrESS@http {s990atap01.iem.local: 11213/HCSSApplication)e I TaskiManageres skHomePage . dovtas 000050066 o | Links *

Task Home Help |

Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve

Subject

1033 - Process Ma D Application - Accelerated

recent items Task ID; 3000050068 Status) Reserved
- Priority: High Deadling;  12/12/2007 16:27
Reserved By: Deborah Crosby Last Assigned: 3/11/2008 15:20
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the medical information and render a decision,

=
|&] pone ,_,_,_,_E D Internet
i stare| & Fssa - WrMs Fssh User... | @1Fs5A - wrMs Work Que... [[] FSA - WEMS Task Ho... |62 2R W@ +20m




18.0 MA B/D Application Pending MRT Decision (30 days)

Step | MA B/D Application Pending MRT Decision (30 days)
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.
FSS5A User Home Help |
Process Request for Services Case
Apply Mow Person
Create Application Case Cocument
Create User Defined Task Task
Change Password Lser
Get Mext Task
Task gli::t—WE Task MName Status Priority Due Date
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions
Task Instructions: Follow-up to determine status of MA B/D application and render a
decision.
3. Click on Client Home Page link under Supporting Information.
[Case Home Page j
The WFM S will navigate to the Client Home Page to access case information.
4. MRT user will determine the status of the decision.
5. Click Home in the upper right corner.




Step

MA B/D Application Pending MRT Decision (30 days)

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the MA B/D Application Pending MRT Decision (30 days)
task.

The WFM S will navigate to the Task Home.

Click on Close Task on Task Home page.

£} FSSA - WFMS Task Home - Microsoft Internet Explorer provided by F55A - State of Indiana ==l
Fle Edit Wiew Favortes Took  Help | &

eBack - @ - D @ ‘{b|):)saarch *Favor\tes @ Eav "2&" W - D ﬁ % 4‘3

Address @ hitps: {js390atapn1.iem. Incali11213/HCSSApplicationfen_US{TaskManagement _taskHamePage. do?taskiD=S000032148%__rdrpu=EMStandard_istTaskPage. do%s3Fcaseln ¥ | Go | Links *

&= Task Home Help |
——

Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject

1034 - MA B/D Application Pending MRT Decision (30 days)

| recent items / Task ID; 9000032148 Status;

- — Pricrity:  High Deadline;
Reserved By Last assighed; 10/22/2007 09:08
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page

Task Instructions

Follow-up to determine status of ma B/D application and render a decision,

=l
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19.0 MA D Application Pending MRT - Accelerated Decision (5 Days)

Step | MA D Application Pending MRT - Accelerated Decision (5 Days)
1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID.
FSS5A User Home Help |
Process Request for Services Case
Apply Mow Person
Create Application Case Cocument
Create User Defined Task Task
Change Password Lser
Get Mext Task
Task gli::t—WE Task MName Status Priority Due Date
The WFM S will navigate to the Task Home.
2. View the Primary Action and Task Instructions on the Task Home page.
Task Instructions
Task Instructions: Follow-up to determine status of MA B/D application and render a
decision.
3. Click on Client Home Page link under Supporting Information.
[Case Home Page j
The WFM S will navigate to the Client Home Page to access case information.
4. MRT user will determine the status of the decision.
5. Click Home in the upper right corner.




Step

MA D Application Pending MRT - Accelerated Decision (5 Days)

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the MA D Application Pending MRT - Accelerated
Decision (5 Days) task.

The WFM S will navigate to the Task Home.

Click on Close Task on Task Home page.

2l FS5A - WFMS Task Home - Microsoft Internet Explorer

Eile Edit ¥iew Favortes Tooks Help )#

esaCK i \.3 B @ (b pSearch *Favorites £ @. “:; A - |__J @3

Task Home Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve

1035 - MA D Application Pending MRT - Accelerated Decision (5 Days)

- Task 1D 9000029652 Status:

I Priokity: High Deadline: 3
Reserved By, Last assigned: 10/17/2007 08:21
Time Worked; 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Follow-up to determine status of Accelerated Ma B/D application and render a decision,
Task parked.

@ Done é &) Trusted sites




20.0 Additional Information Submitted (to MRT)
Step | Additional Information Submitted

1.

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

My Tasks

Task CE.'SE Leaes Task Mame Status Priority Due Date
Client
SUBMIT ¥ o ; 7 ; 2/19/2008
S000069646 OMLINETESTTWS 1104 - Additional Information Submitted  Reserved High 17:13

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions; Review the medical information and render a decision.

Click on Client Home Page link under Supporting Information.

Supporting Information
[Gase Home Page j

The WFM S will navigate to the Client Home Page to access case information.

From the Client Home Page click on Documents in the Left Navigation.




Additional Information Submitted

The WFM S will navigate to the Document Home Page.

From the Documents page click on Document Type. The WFM S will sort all
documents associated with the client alphabetically and chronologically within each
document type. Then click on View of the applicable document(s).

Edit Miew Favortes Tools Help

esm i d |ﬂ @ (h /OSearch \i\\?Favorites £ %) E;' »:i\; [# - |_J 3

Bleo links *{

Documents: FANCY FRIDAYA - 3000384135 Help |

[[Search Non-Indexed Documents | [Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |

To View additional document detail or Edit the document detail, click on the Wiew or Edit link.

To Delink documents from this list and Attach the docurnents to another case or person, check the appropriate box
{es)y; then select the Delink & Search Case or Delink & Search Person button,

To Delink the documments only, select Delink.

Mote: To select All documents in this list, check the top box (next to Action),

[0 action Document Type feii Client Receipt Date Status Habaimil ol
Hame D
Eligibility Application EANCY
) Wiew | Edit Support Document ERIDAYA 10/19/2007 Received Q000025776
Documents Cover Sheet .
Application and  Application for FANCY
] “iew | Edit Redetermination Assistance FRIDAY A 10/19/2007 Received 9000025776
Forms Converted =
| Wiew | Edit Yital Statistics Eléi:ﬁcate EQINDCAVVA 10/19/2007 Received 9000025776
Lease or
. Shelter e EAMCY
F Wiew|Edit Rental 10/19/2007 Received 9000025776
Expenses e ot FRIDAY &
oo Notice
Eligibility ST
O view|Edit Support ﬁﬁg‘j ’EQINDCAVM 10/19/2007  Received 9000025776
Documents e P &
@ é &) Trusted sites

The WFM S will navigate to the View Document Details screen

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step Additional Information Submitted
2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer
File Edit ‘ew Favortes Tools Help a’
@ Back = \}l @ @ /Lh /':) Search ‘:‘:?Favorites @ E-;jv "‘_'\F M = l_pl ﬁ }3
Addi @https:h’sggﬂatapﬂl.\emﬂucal:llZleHCSSApl\ca\un,l’en7US,¥EMStandardCassDucumentfviEwAttachmentPage‘du?cuncernRDIeID=900266254T&cummunicatiun[D:QDDZTZ‘ V| G0 Links **
é\, e < ;a e O A e
eve Attachment Details APPLY NOW - 2000095808 [Help |
Document Type: Eligibility Support Documents
Oee ot Name: énJiedLactive SEC Interview
Client/Case Name: m Attachment Mame: INTERAE HIVESEC q
. * INTERWIEW GUIDE.doc
Delivery Method: Attached File Date:
Language: English Status: Received -
[ ::i:nen]s[l Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |
@Dune é &) Trusted sites =
Click on Close to return to the Documents page.

7. The task will be accessed by the Administrative Support staff. After review the
documents to assure compl eteness, the task will be forwarded to the appropriate
consultant for review. If the medical packet isincomplete, auser defined task entitled,
“Medical Packet Incomplete” will be generated to the Applications - Adult queue for
applications or the Changes-Adult queue for progress reports. Staff will notate in the
user defined task the reason the medical evidence being incomplete.

REFR TO FORWARD A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1
REFER TO (INSERT HY PERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1
8. Click Home in the upper right corner.
The WFM S will navigate to the User Home Page.
9. Click onthe Task ID for the Additional I nformation Submitted task.

The WFM S will navigate to the Task Home.




Step

Additional Information Submitted

10.

Click on Close Task on Task Home page.

2 FSSA - WFMS Task Home - Mi ernet Explorer provided by F554 - State of Indiana = ﬂ[ﬂ
Fle Edt View Favorbes Tools  Help | a’

Q- O - 11 (2] ] rown Srrwne @3- L w1 - JH BB

F\ddrESS@http {s990atap01.iem.local: 11213/HCSSApplication)e I TaskiManageres skHomePage . dovtas 000069646 o | Links *

Task Home Help |

Close Task Forward Task Un-Park
O Graphical Yiew Park Task Un-Reserve
Subject

1104 - additional Information Submitted

recent items Task [D: 9000069646 Status; Reserved

Priority: High Deadling;  2/19/2008 17:13
Reserved By: Deborah Crosby Last Assigned: 3/11/2008 15:23
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the additional information submitted and render a decision.

=
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21.0 Front-end Program Integrity Referral to Compliance Unit

Step | Front-end Program Integrity Referral to Compliance Unit

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.
Task gﬁ':st—wk Task Mame Status Priority CDue Date
HIP 1085 - Front-end Program Integrity . 12/10/2007
2000050073 -, cEENDTHREE Referral to Compliance Unit Ro-sives High 20:32
The WFM S will navigate to the Task Home.
2.

View the Primary Action and Task I nstructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: Suspected applicant fraud referral made.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.




Front-end Program Integrity Referral to Compliance Unit

The WFM S will navigate to the Document Page.

From the Documents page click view of the documents associated with the task.
FSSA - WEMS Documents: FANCY FRIDAYA - 3000384135 - Microsoft Internet Explorer

Edit Miew Favortes Tools Help

QBaCK i \.9 B @ (h /OSearch \;‘\\?Favorites £ 8. :ﬁ\; A - |__J @3

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥EMStandardCassDucumentflistIndsxedDU:umentsPags‘du?:aseID=9001256049&703ruu=EMStandard7humc W G0 Links g

8: Py
RAL =
Documents: FANGY FRIDAYA - 3000384135 Help |
[[Search Non-Indexed Documents | [Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |
To View additional document detail or Edit the document detail, click on the Wiew or Edit link.
To Delink documents from this list and Attach the docurnents to another case or person, check the appropriate box
{es)y; then select the Delink & Search Case or Delink & Search Person button,
To Delink the documments only, select Delink.
Mote: To select All documents in this list, check the top box (next to Action),
[0 action Docurent Type ot i i Client Receipt Date Status e
Hame pisg
Eligibility Application EANCY
) Wiew | Edit Support Document S 10/19/2007 Received Q000025776
FRIDAY A
Documents Cover Sheet
Application and  Application for FANCY
] “iew | Edit Redetermination Assistance 10/19/2007 Received 9000025776
ERIDAY &
Forms Converted L
. . prny Birth EANCY
| Wiew | Edit Yital Statistics Ceithcata CRIDAYA 10/19/2007 Received 9000025776
Lease or
. Shelter e EAMCY
i | Wiew | Edit L Rental FRIDAY A 10/19,/2007 Received 9000025776
Agreement
oo Notice
Eligibility ST
O view|Edit Support ﬁﬁg‘j ’EQINDCAVM 10/19/2007  Received 9000025776
Documents ,._q—.. e L
@ é &) Trusted sites

The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Front-end Program Integrity Referral to Compliance Unit

2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer

File Edit ‘ew Favortes Tools Help #

QBaCK i \.9 B @ (h /OSearch \;‘\\?Favorites £ 8. :ﬁ\; A - |__J @3

EETET | Vicw Attachment Details APPLY NOW - 2000095808 Help |

Details
Document Type: Eligibility Suppart Documents

recent items Document Name: Interactive SEC Interview

Guide
0 . APPLY NOW . INTERACTIVE SEC
Client/Casze Name: attachment Hame: INTERWIEW GUIDE.doc
Delivery Method: attached File Date:
Language: English Status: Received =
Attachment Comments

Comments:

[ Edit ) [Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |

13

@ Done é &) Trusted sites

Review the “Fraud Referral to the Bureau of Investigation” form and begin your
investigation of the suspected applicant fraud.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Front-end Program Integrity Referral to Compliance
Unit task.

The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Front-end Program Integrity Referral to Compliance Unit

&ons -

Fle Edt View Favorbes Tools  Help |#

Q- © - ¥l @) (o] Dwew S @ (3 i - A DB

Address @ https:/j5990atap0l.iem local: 11213{HCSSApplicationjen_LIS/TaskManagemsnt_taskHomsPage do?taskiD=9000050073

Task Home Help |

ignment List Close Task Eorward Task Un-Park

O Graphical vYiew Park Task Un-Reserve

Subject

1085 - Front-end Program Integrity Referral to Campliance Unit

Task ID; 3000050073 Status) Reserved
Priority: High Deadling; 12/10/2007 20:32
Reserved By: Deborah Crosby Last Assigned: 3/12/2008 20:06
Time Worked: 00:00 Park Deadline;
Primary Action Supporting Information

Case Home Page

Task Instructions

Suspected applicant fraud referral made

o
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22.0 Suspected Fraud Referral to Compliance Unit

Step

Suspected Fraud Referral to Compliance Unit

1.

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

Wy Tasks
Task CE.'SE Sl Task Mame Status Priority Due Date
Client
HIP 1086 - Suspected Fraud Referral to . 12/12/2007
2000050097 -\ SEENDTHREE Compliance Unit Ressrued Bigh 16:53

The WFM S will navigate to the Task Home.

Task Instructions: Suspected recipient fraud referral made.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.




Suspected Fraud Referral to Compliance Unit

The WFM S will navigate to the Document Page.

From the Documents page click view of the documents associated with the task.
FSSA - WEMS Documents: FANCY FRIDAYA - 3000384135 - Microsoft Internet Explorer

Edit Miew Favortes Tools Help

QBaCK i \.9 B @ (h /OSearch \;‘\\?Favorites £ 8. :ﬁ\; A - |__J @3

Address ahttps:h’sggﬂatapﬂl.\em‘\ucal:11213p’HCSSAppl\cat\un,l’en7US,¥EMStandardCassDucumentflistIndsxedDU:umentsPags‘du?:aseID=9001256049&703ruu=EMStandard7humc W G0 Links g

8: Py
RAL =
Documents: FANGY FRIDAYA - 3000384135 Help |
[[Search Non-Indexed Documents | [Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink |
To View additional document detail or Edit the document detail, click on the Wiew or Edit link.
To Delink documents from this list and Attach the docurnents to another case or person, check the appropriate box
{es)y; then select the Delink & Search Case or Delink & Search Person button,
To Delink the documments only, select Delink.
Mote: To select All documents in this list, check the top box (next to Action),
[0 action Docurent Type ot i i Client Receipt Date Status e
Hame pisg
Eligibility Application EANCY
) Wiew | Edit Support Document S 10/19/2007 Received Q000025776
FRIDAY A
Documents Cover Sheet
Application and  Application for FANCY
] “iew | Edit Redetermination Assistance 10/19/2007 Received 9000025776
ERIDAY &
Forms Converted L
. . prny Birth EANCY
| Wiew | Edit Yital Statistics Ceithcata CRIDAYA 10/19/2007 Received 9000025776
Lease or
. Shelter e EAMCY
i | Wiew | Edit L Rental FRIDAY A 10/19,/2007 Received 9000025776
Agreement
oo Notice
Eligibility ST
O view|Edit Support ﬁﬁg‘j ’EQINDCAVM 10/19/2007  Received 9000025776
Documents ,._q—.. e L
@ é &) Trusted sites

The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Suspected Fraud Referral to Compliance Unit

2l FS5A - WEMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer
File Edit ‘ew Favortes Tools Help #

QBaCK i \.9 B @ (h /OSearch \;‘\\?Favorites £ 8. :ﬁ\; A - |__J @3

| navigation  J= iew Attachment Details APPLY NOW - 2000095808 Help |

e oetailc
Document Type: Eligibility Suppart Documents
recent items Document Name: Interactive SEC Interview

Guide

0 . APPLY NOW . INTERACTIVE SEC
Client/Casze Name: attachment Hame: INTERWIEW GUIDE.doc
Delivery Method: attached File Date:
Language: English Status: Received =
Attachment Comments
Comments:

[ Edit ) [Delink & Search Case | [ Delink & Search Person | [ Delink | [ Close |

13

@ Done é &) Trusted sites

Review the Fraud Referral to the Bureau of Investigation form and begin your
investigation of the suspected recipient fraud.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click onthe Task ID for the Suspected Fraud Referral to Compliance Unit task.
The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Suspected Fraud Referral to Compliance Unit

Fle Edt View Favorbes Tools  Help |#
Q- © - 151 [ (] D Fyrns @3- 13 - AW B
Address I@ http:

fi5990atsp01.iem. local: 11213/HCSSApplicationfen_US/TaskManagement_taskHomePage . do?taskll

0n00s0097

Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

1086 - Suspected Fraud Referral to Cornpliance Unit

recent items Task ID; 3000050097 Status) Reserved
Priority: High Deadling; 12/12/2007 16:53
Reserved By: Deborah Crosby Last Assigned: 3/12/2008 20:268
Time Worked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page

Task Instructions

Suspected recipient fraud referral made
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23.0 Response to Request for Additional Information (to Compliance Division)

Step

Response to Request for Additional I nformation

1.

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click on the Task ID.

Wy Tasks
Task CE.'SB et Task Mame Status Priority Due Date
Client
HIP 1088 - Response to Request for : 12/11/2007
SO000SO0ZT - cppnpTHREE  Additional Infarmation Recnune tgh 16:35

The WFM S will navigate to the Task Home.

View the Primary Action and Task I nstructions on the Task Home page.

Primary Action
Task Instructions

Task Instructions: Requested additional information has been forwarded.

Click on Case Home Page link under Supporting Information.

Supporting Information

[Gase Home Page j

The WFM S will navigate to the Case Home Page to access case information.

From the Case Home Page click on Documents in the L eft Navigation.




Response to Request for Additional I nformation

The WFM S will navigate to the Document Page.

From the Documents page click view of the documents associated with the task.
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The WFM S will navigate to the View Document Details screen.

Within the View Document Details screen click on the document name hyperlink to
access documents associated with the task.




Step

Response to Request for Additional I nformation
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Review the document(s) and resume your investigation of the suspected recipient
fraud.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

Click on the Task ID for the Response to Request for Additional I nfor mation task.
The WFM S will navigate to the Task Home.

10.

Click on Close Task on Task Home page.




Step

Response to Request for Additional I nformation
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24.0 Request for Additional I nformation from Compliance Unit

Step

Request for Additional Information from Compliance Unit

1.

Compliance Division will create the “Request for Additional I nformation from
Compliance Unit” task which must be routed to either the Front-end Program
Integrity (WG10) queue for suspected applicant fraud or the Benefit Recovery (WG5)
gueue for suspected recipient fraud, and include the requested information necessary
for the investigation to be completed. The requested information must be contained on
a separate document and that document attached to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).




25.0 Compliance Division Resultsfor Front-end Program Integrity Review

Step | Compliance Division Resultsfor Front-end Program Integrity Review

1 Compliance Division will create the “Compliance Division Resultsfor Front-end
Program Integrity Review” task which must be routed to the Front-end Program
Integrity (WG10) queue and include results of their investigation. The results of their
investigation must be contained on a separate document and that document attached to
the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

REFER TO (INSERT HY PERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).




26.0 Compliance Division Resultsfor Suspected Fraud Referral

Step Compliance Division Resultsfor Suspected Fraud Referral

1 Compliance Division will create the “Compliance Division Resultsfor Suspected
Fraud Referral” task which must be routed to the Benefit Recovery (WG5) queue and
include results of their investigation. The results of their investigation must be
contained on a separate document and that document attached to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).




27.0 Queue Monitor

The Queue Monitor will manage the queues and subscribe staff to queues, as necessary,
to ensure timely processing.

Step

Queue Monitor

1

From the User Home Page click on Work Queue Dashboard in the left navigation.

| navigation __)

Home

Management System

My Shorteus

Process Request for Services Case

Create Application Case Parson

Administration Documant
Task

ll=ar

WM S will navigate to the Work Queue Dash Board.

View Subscribed Work Queues for task data to determine if areallocation of usersis
needed. For each of the queues, the system will display the number of tasks that are
overdue, due today, and due in the next day along with the number of users subscribed
to the queue.

Work Queue Dash Board

=
Subscribed Work Queues

Action WQ Name Total Qverdue Due Due Next # of
Dashboard Today Day Users

Manage | Manage Application 50 10 20 20 30
Tasks | Users

Manage | Manage Eligibility Processing 100 20 25 55 20
Tasks |Users

Click on the Manage Users link in the Action column for changing usersin that
individual Work Queue.

WM S will navigate to the Manage Wor k Queue Users page for the selected queue.

From the Manage Work Queue User page, the system will display alist of al the users
subscribed to the queue. The users can be added or removed by clicking on the Select
All, Deselect All or by checking Select/Deselect checkbox for the individual user.




Step

Queue Monitor

Queue Name )
m Work Queue Details
Administrator: Joe User Subscribed Users: 15
Sensitivity: 1 Mumber of Tasks: 123

Subscribed Users
[ Select All | [DeSelect All]

Select  First Name Middle Name Last Name
-
-
r
r
[ Add Users | [Remove Users | [ Close ]

The user clicks on the Remove Users button to remove the selected users from the
gueue or the user clicks on the Add Users button to subscribe additional usersto the
queue.

The system navigates the user to the Add Users to the Work Queue screen.

Enter the appropriate Search Criteria and search for the users in the system. Check
the checkboxes for corresponding users in the Select column and click on Add Selected
Users button.

& Queue Name }

Search Criteria

First Name: | Last Name: |

Username: | ICES User Number: |
Job: U Organization Unit: .t
Location: %% Incude Inactive Users: [ 1

[Search | [ Reset | [ Cancel |

Search Results

Sglect Mame Username ICES User Business Phone Location Job
Mumber
[ JoeMuUser juserl 123 1234567890  Arbor North ~ FSSA
Allen
[T Jo-Anne juser2 456 1234567890  Arbor South ~ FSSA
User Vigo

The system subscribes the selected users to the work queue and navigates the user back
to the Work Queue Dashboard.




28.0 Fraud Referrals Received Viathe Fraud Hotline
Central office staff will take the report of fraud and modify the Hotline Referral form
with the information provided and save a copy of the modified form to their desktop.

Step Fraud Referrals Received Viathe Fraud Hotline
1. Policy will search WFMS to find any applicable case.
REFER TO (INSERT HYPERLINK) SEARCH INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1
2. Policy will attach the modified Hotline Referral form to the casein WFMS.
REFER TO (INSERT HY PERLINK) CREATING AN ATTACHMENT FROM THE
FILE SERVER IN WFMS WORK INSTRUCTIONS (Section 3.11.4.12, Steps 1 - 12).
3. Policy will create a User Defined task and route it to WG5.

REFER TO (INSERT HYPERLINK) CREATE A TASK WORK INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.1




